
Using the Online Forum 
 
This document will review how to login, post a reply to a message and how to post a calendar 
event.   
 
 
LOGGING IN 
 
Open the web site ( http://www.cincycounseling.com/ ).  Click on “Online Forum.” 
 
 
Sign in at the top of the page.  Your login name is always the first initial of first name and last 
name.  Your password will be unique to you.  If you don’t have a login and you are a member 
of the GCCA, please e‐mail the web master at gcca@me.com. 
 

 
 
 
 
 
 
This is similar to what you will see at the top of the menu bar once you are logged in. 
 

 
 



HOW TO POST A MESSAGE AND REPLY TO A TOPIC 
 
 
Find a thread / topic that you want to read and/or reply to.   Click on the topic that you want 
to read.   

 
 
 
 
 
 
Scroll to the bottom of the topic and notice the buttons that you can use.  You can click on edit 
and quote if you have access to edit the post.  You can also click on Post Reply.  Everyone has 
access to comment on a topic.  Click this button (on the bottom left) to reply to the topic. 
 

 
 



This is what you will see when you go to post a reply.  Type your reply into the large box.  You 
can format it using the icons above the box.  When you are ready, hit “Submit Reply.”   
Remember that you can always edit your replies at another time. 
 

 



POSTING AN EVENT 
When you are posting an event, you will need to click on the Calendar link in the top menu bar 
to view the calendar.  
 
If you have the ability to add events, you will see a box at the bottom right called “Add New 
Event.”   
 
From there, you can add a singe event, recurring event or ranged event.   

• A single event occurs only once.   
• A ranged event occurs every day for a period of time.   
• A recurring event happens on a routine basis, such as once a month on the 1st Friday of 

the month.   
 
Please note that you can also go to any date within the calendar by clicking on the date, using 
the smaller calendars at the bottom left of the screen or by using the “Jump to Month” at the 
bottom right of the screen.  For an example of what this looks like, please see the bottom right 
red circle below. 

 



Here is an example of what it will look like to post an individual / single event.  Once you click 
on Single Event, you will see the following on the screen.  Fill out the Title of the Event.  This 
will be the link on the calendar, so please keep the title brief.  Then use the drop‐down menus 
to add the month and day and year. 
 

 
 
Then you can enter the Who, What, When, Where information into the large white box.  As 
before, you can edit and format the text using the icons above. 
 

 



 
Once you are finished explaining the details of your event, hit “Save Event.”  Make sure that 
you don’t use the “Reset Fields” button.  That will clear all of your information. 
 
 

 
 
 



NEED HELP? 
 
 
Try our FAQ pages, by clicking on the FAQ link in the top menu bar.   Then you can use the 
FAQ topics at the bottom of the page or search the board for more information. 
 
If you are looking for specific information, you can always use the search engine on the forum 
to find what you are looking for. 
 

 
 
If you are still stumped, contact the web master at gcca@me.com. 
 
 


